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OOSE MUltiple options by clicking on
t Wlthout use of the control key
mg motions

= Cas *admg Menu System
= & Case Number lookups reduces number of

e __l'h—_:_.‘__

-~ screens



I
sESeAUNg Menus ——

0-menu may have its own sub-menu, as indicated by the arrow

ZECF CIINE - h2
UE F Civil Criminal Query Reports Utilities Search Logout

Open a Case 3 J——
|_|rlltl.:l| Pleadings and Service Complaints, Other Initiating Documents
“_lotions and Related Filings Service of Process

Other Filings Answers to Complaints

Court Events Other Answers

Case Assignment

Interdistrict Case Transfers

U.S. District Court
Administrative Office of the US Courts (td2d)
Official Court Electronic Document Filing System

This message is contained in the file OperationNotice htm.
You may use this file to alert users to current CM/ECF operational issues.

In this database as of 3/1/07, judgments, opinions, and orders in social security cases will no longer be restricted.

This facility is for Official Court Business only. Activity to and from this site is logged. Document filings on this system are subject to Federal Rule
of Civil Procedure 11. Evidence of unauthorized or criminal activity will be forwarded to the appropriate law enforcement officials.

Placing the mouse pointer over a primary sub-menu option displays the lower
level sub-menu. Click the desired menu category to display the events on that
menu.



.
SEArCing for a.Case Numpber™

e Number look-up screen has been modified to reduce the number
)eNs a user must navigate to find a full case number.

-

: C ivil = imi L4 - -
UE F Civil Criminal guer}" EEPU".'S Utilities Search Lﬂgﬂut

Motions

_l Civil Case Number or Numbers

S [99.12345, 1:99-cv-12345, 1-99-0v-12345, 990v12345, or 1:99v12345

Clear

Notice the grayed
out Next button.

After a partial case number is entered, the screen shown on the next slide will
automatically display.



.
SEArCing for a.Case Numpber™

e Number look-up screen has been modified to reduce the number
)eNs a user must navigate to find a full case number.

-

: C ivil = imi L4 - -
UE F Civil Criminal guer}" EEPU".'S Utilities Search Lﬂgﬂut

Motions

_l Civil Case Number or Numbers

S [99.12345, 1:99-cv-12345, 1-99-0v-12345, 990v12345, or 1:99v12345

Clear

Notice the grayed
out Next button.

After a partial case number is entered, the screen shown on the next slide will
automatically display.



nly a portion of a case number is entered, all possible case number
5 will display on the same screen as the initial look-up field.

Reports - Utilities - Search Logout

Selecting a case
number checkbox
activates the Next

button.

Once the full case number is located, select the proper case number checkbox
to continue with docketing.
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NOUCE o1 E{eg{.g'mc Eilin

ONIVACASE participants WI|| ieceive on free
PEReAlrdocuments accessed through the
NOUCE ‘of Electronic Filing.

= r@ndary Users (Secretaries, legal

—: sSistants, etc.) will be required to enter a

= PACER account. This was decided by the
- Judicial Conference.



-_—

™) ) | Ares . w
J'<L_)pD _ ‘1_ :

‘EVents Report allows Users to
hether docketing text Is included
eport eutput.

= Civi *Case Report allows users to run the
——F eport Pased on jurisdictional code.

_*: Criminal Case Report allows users to run
the Report based on citation code.



Calendar Eventepoerts allowswuser to exclude
IRieIMmation

Lififlgcess

Galendar Events Report

(ase

numher

(ffice

Calendar

events

Sort by

‘ Flun Repon ‘ ‘ Clear ‘

Washingtan, OC(1) Nature
of sut
Al Hearings A Cat
Allocution Hearing
Arhtrafion Hearing ¥
Time

Time &

A
[ (zera) f
0 {rowence)
PR | Calendr |
O Both OAM O PM
OAMOM Taking the
Include docket text checkmark off

the box
eliminates
extraneous
Information.




GI\ViliCase Report by Jurisdictional

cocle -

Civil Cases Report
Office Case type Nature »
‘Washington, DC Chwl of suit | 0 (2erd) B
Miscellaneous 1110 flngurance]
Judge A Referral | Cause A
All active and inactive E Judge All active and inactive B 0 (Mo cause code entered) E
Bates, John D, Bates, John D, 02:0431 (02:431 Fed. Election..)
Jurisdiction ~ Case flags S
Divarsity B 2255 E Terminal digit(s) 147 Open cases
Federal Question 3JUD-PANEL [IClosed cases

Filed 1171872007 to 1271872007
Entered 11/18/2007 to 1216/2007
Closed to

Sorthy CaseMNumber |v) vl

{Output Format © Formatted Display
O Data Only

| Fun Report || Clear | [Make these options my default,  Schedule this to run




slinalrCase . Report-hysCitation

Criminal Cases Report

Office Case types ~ Case ~
Washington, DC Crirminal flags 22bh
bagistrate Judge JJUD-FANEL
Judge ~ Referral ~
All active and inactive E Judge All active and inactive
Bates. John D Bates. John D .

Citation | 12:35 F PRESIDENTIAL REGULATIONS IN NATIONAL . vl -

Count Status [v]Pending [ Disposed
Filed 111872007 to 12/18/2007
Entered 11/18/2007 to 12/18/2007
— > Closed
—__-_ Terminal digit(s) 2,47 [v] Pending defendants
[] Terminated defendants

[ Fugitive defendants
Non-Fugitive defendants

—

———
=

to

Sort hy Case Mumbar  [v| M v
© Formatted Display
0O tF t
T O Data Only

[ Make these options my default.  Schedule this to run

Fun Bepart Clear



ViBWingsand Downloading All DOSURTENTS
ielfRarsingle Entry for Printing or Saving.

UEEISIcan View all of the decuments for a single docket entry at the
sEIERImME Withl two new! buttons-View All or Download all.

AView:all Button combines all of PDF attachments
& jor the docket entry into a single PDF and
= displayed on the screen.

——

~ *»Download all Button combines the PDF
attachments into a Zip file

went Selection MWenu




.
g/andor Downloading all ggwmentg.._
tiple DecketEntries

icaniview anadlprint all of the' documents for
uplerdecket entries at the same time by clicking the
tlipler documents checkbox on the Docket report

07 -cw-00002-DAR JOMNES v. BURGE=S

© Filed

- to
' Entered

Document options:
CInclude then displaying PDF documents
SIHTIENTES



ViEwierand Dewnleading (ContintEd)™ ==

i

deCker entry With a'document, a chieckbox appears ini the Select
Jum e User can select the docket entries for which the documents
f° wercembined nto a single PDE. Multiple Documents can be saved or
ied fiom this appllcatlon

) (Entered: 11/

(Entered: 1



IGLGIIS CALEG oLy

Motions

Attorneys Do Not File Electronically in Misc. Cases.

: X Click your selection, or use arrows to highlight it and press Enter.
—— i i Events [click to remove events

SUBMIT



T
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NEWESEZICH Bar at top of Screen.

-'*-"

Search Wlenus and Events

=ECF civil - Criminal ~ Reports -  Utilities ~ Search Logout ‘
Search

Search results for "app*

»memz items and 194 events fownmd

\lenu Items
Crivil Ewents — Other Filings — Appeal Documents
Civil Events — Transfer Case — Edit Court IWMapping
Crminal Events — Other Filings — Appeal Docurments

Eeports — Crl and Criminal Reports — Appeals
TTtilities — Eelease 3.0 Ifenu Ttems — Edit Court MMapping

app

Civil Events — Appeal Documents

1 - Terminate Appeal Deadlines

Lppeal fom Transter Order - Wotice of Appeal
Lppeal of MMagstrate Judge Decision to District Court
Appeal Eecord Eeturned

Appeal Fecord Sent to Federal Court of Claims
Appeal Fecord Sent to Supreme Court

Lppeal Fecord Sent to TTSCA

Lppeal Remarle

Lppeal Transcript

All events with “ap”

Appeal Tranzcript Eequest
Appellants Brief

Lppellants Eeply Brief
Lppellees Brief

Amended Motce of Appeal




SissHDOCUment Hypenlinks J‘b'

> CM/ECE Usarstezlr] il z cloetippleaitirlziit plel[Cle[e)s
m/wr ketio; previously filed document(s) In
mﬂ 'CASEe Or another case that resides on
[ECE System where the filing is being

, 0ron any other Court’s CM/ECF
. 3 em. Instructions for filing follow herein.

e =

°5I\I'O"TE: The Clerk’s Office does not entertain
guestions regarding hyperlinks.

* Do Not copy hyperlinks from Notices of
Electronic Filing (NEF)
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BEiep\Viciosoft Word to Crewl@-ﬁ—
IONEXISTING CI\/I/EC{!'.".D,ocumen S5 —
C ciffe rr, EPOILION INE Case that
| OHIAK:

i WAl vourwar
5 oggue g e document among the docket entries.

@ 00/ e URIL of the document to the Clipboard. To do
iISEleVEr over the document link and click the right
rruu- . Select Copy Shorteut (IE or Netscape) or Copy.
_l } h ‘ocation (Firefox) from the selection list. The
=5 Jment link displays after the filed date and is
epresented Dy a number with an underscore.

"Pf J In Micresoft Word, open the document you want to which
= you want to add the hyperlink. In the document,
highlight the citation text for which you wish to create the
hyperlink.




8 District of Columbia test database - Docket Report - Internet Explorer by Cavalier Telep

File Edit Miew Fawvaorites Taools  Help

O Back -

x| 2]

P Search ) Favorites < =

Address |§'| https: ffecf-test, dod. cirede, denjogi-bing DkER p . plPS 296 7645 - L}ch Links > & -

09/27/2006
09/27/2006
09/27/2006

09/27/2006
09/27/2006

09/27/2006

09/27/2006

09/27/2006

09/27/2006

09/27/2006

-1 @44

242
243
"

I
el

345

[

=i @47

- @48

249

NOTICE o 7/2000)
NOTICE of App- 1 09/27/2006)
NOTICE of Apz - ~auy20, ) (Entered:
09/27/2004

NOZ® o1 Appearance by atty44 on behalf of RADIO 3 (atty44, ) (Entered: 09/27/2006)
MOTTON for Summary Tudgment by SMARTY JONES, RADIO 3, RADIO 44 (atty44, )

Qpen

Open in Mew \Window
Save Target As...
Prink Targek

HOTION jor Preliminary Injunction, Cross MOTION for Summary
Transfer Case by JOE BURGESS, RADIO 3, RADIO 44 (attyl6, )

Copy Sharkouk

VIOTION for Summary Judgment, MOTION to Transfer Case by JOE
Add ko Favarites... RADIO 44 (atty99, ) (Entered: 09/27/2006)

EDWEf: :i“:z :afEIEE ED “E‘F':_E PE‘EF ition to re 48 MOTION to Dismiss MOTION for Summary Judgment
eI e "ase filed by SMARTY JONES. (Attachments: # 1 Text of Proposed
Properties d: 09/27/2006)

350

251

El o LT

Memorandum in opposition to re 48 MOTION to Dismiss MOTION for Summary Judgment
MOTION to Transfer Case filed by SMARTY JONES. (Attachments: # 1 Text of Proposed
Order)(atty99, ) (Entered: 09/27/2006)

Memorandum in opposition to re 48 MOTION to Dismiss MOTION for Summary Judgment
MOTION to Transfer Case filed bv SMARTY JONES. (Attachments: # 1)(attvd4. ) (Entered:

h =

fid



E WordPerfect 11 - N4 Eraintraineroutline.wpd {(unmodified) - |5’ |5|

F, Fie Edit Yiew Insert Format Table | Tools Window  Help == x|
Spell Checker. .. ChrHF1 -
Grammatik, .. &alk+5hift+F1
Thesaurus. .. Alt+F1

Dictionary...  Alk+Ckr+Fl H Ig h I Ig ht Cltatl 0 n
S text for the
hyperlink. -

Waord CountfInfo. ..
Proofread k

Language 3

Tenplste o , IPOSED TRAINING

Yizual Basic r

Address Book, ..

(Please note when1 == === |efor traming that the three SRS

Sark... Alt+Fa

additional traming | renie: * revious filing experience)

4%y 18 an 1nd:

Aligr and | Distribute, ..

Hyvpetlink. ..
Bookmark. ..

1.. Discussion of] (= X ’Jse o1 1 mmiasRrowser/ St
and what 1s availab_sewne..  awer

on up for List Serve/ Cour

Click tools on toolbar and

2. How to Use Tutorial select hyperlink from

dropdown list.

3. Navigating the system with PACER for queries and Reports
(Queries, civil case report, docket activity, intemet payment)

4 Navigating ECF System/Changing Passwords & Addresses.

DACTETR e HOTNY
[ | Lo

traintraineroutline . wpd INaBE&  Insert | Pg1Ln1.3%"Pos 5.76"

wStartl J @ Tharks! - Lotus Mo. .. | Microsoft Excel - B... “ .l wordPerfect 11 ... Microsoft PowerPoi... | @ District of Columbia. .. | ‘@g ] %%%%@%! N # 4:32 PM




The Insert Hyperlink window opens. Paste the URL into the Address field (by clicking the right
mouse button and selecting Paste, or by using the Ctrl + V command). The URL of the CM/ECF
document is pasted (displays) in the address field. You can append to the URL a citation to a
specific page number within the document, if desired. To do this, enter ?page=<page number>
at the end of the URL, for example,
https://ap10-dev-dcn.td.ocads.ao.den/doc1/001030327incHeader=y?page=23.  Click the OK
button and the dialog box will close. The hyperlink text now is underlined indicating a hyperlink
has been created.

File Edt Wiew Inset Fomat Tools Table Window Help Adobe PDF  Acrobat Comments Type a question forhelp = X
D8 SRAY RA| vw-o-OYMsERT 5% -2 70 - wedlm-AM.-mEIE. g ?

Insert H link
é Momal + Times + TimesNewRoman » 12 ~ | B £ U naer yper 2]

E | . Link to: Text to display: |2B U,5.C, §5 1331 and 1338 ScreenTip. .. |
Look in: I_"I Case [4-cv-12345 Documents j g ﬂ
Existing File or
‘Web Page ~$mplaint Bockmark. .. |
C{%T;‘;t &) ~WRL3734.tmp
: i Target Frame. .. |
‘ﬂ Complaint s

Place n This Complaint - Exhibit 2
Document Browsed
Pages

Create hew
Document

Recent
Files

Defendants John and Ja
dire ctmg the use of Plai Address: Ih';tps:Hadistrictcuurt.uscuurts.gow’duclll' 123783924673259046 ﬂ

uses. E-mail Address

This Court has jurisdiction pursuant to B UEKSRNIKEIETTRREE.




PROPOSED TRAINING

lcase note when using this outlne for traming that the three astersks (***) 15 an tmds
dittonal tratmmng for those with previous filmg experterice)

. Discusston of Privacy Issues/ Use of Proper Browser/Sign up for List Serve/ Cour
d what 13 available to user.

IT 4. T7T T "1



Save and close the word processing document.

To convert the Word document to PDF format, the Adobe Acrobat application must be
used. There are a number of ways to convert a Word document; the following illustrates
conversion from within Adobe Acrobat. (Note: If the document is open when the next step is
executed an error message is returned. The Word file must be closed before converting it to
PDF.)

Open the Adobe Acrobat application. Click on File in the toolbar and select Create PDF and then
From File... .

¥R Adobe Acrobat Professional == x|
File Edit View Document Comments Tools Advanced “Window Help

- ™" Creste POF ~+— Comment & Markup ~ s~ Send for Review ~ () Secure ~ l Sign ~ Forms ~

» 55 From Multipls Files. .
@ From Scanner...
. 'P_t From web Page... Shift+Ctrl+0
=L From Clipboard Imags
S hife+Cirl+S

ified Document..

Reduce Fil
1 Send for Rewyi
Form Data
ent Prop Cirl+D
Pririt up.... Shift+Chrl+P
- Erint... Chil+P
I.,—E.J Print wath Comme y LImmary. Chil+T

Printte Internet Printing... Shift+Chrl+9

Il.ﬁ History
1 E:\ Ma Response. PDF
2 C o ha Mohion PDF
410664 design(1].pdf
S107041dt] 1] paf
410704rdi{ 1] pelf




—
A navigation window opens. Navigate, If necessary, to the directory/folder where the Word
document is stored. Select the document and click the Open button.

A series of windows open as the document Is converted. When the conversion is completed, the
document Is displayed in an Adobe Acrobat window. (Note: The hyperlink Is converied
automatically.)

Close the Adobe file. Respond Yes to the save changes message and store the PDF document in
the appropriate directory/file.

Docket an eventin CM/ECF and upload the PDF flle to the docket enfry as usual




e =

Ung Mord| Perfect to Create H 1O -

-CI\/I/ECF~I§E§:~iJmentS —

Aceess, C URNNENEPONNBRINE I CASE INAL

*onta]n:* e ocument to whichiyou want to link.
e document amoeng the docket entries.

]

0/ e URL of the document to the Clipboard. To do
; over ever the document link and click the right
~rile se Select Copy Shortcut (IE or Netscape) or Copy
H_ nk Location (Firefox) from the selection list.

55'* s [n'Word Perfect, open the document you want to which

-

~ youwant to add the hyperlink. In the document,
nighlight the citation text for which you wish to create the
hyperlink.
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09/27/2004

NOZ® o1 Appearance by atty44 on behalf of RADIO 3 (atty44, ) (Entered: 09/27/2006)
MOTTON for Summary Tudgment by SMARTY JONES, RADIO 3, RADIO 44 (atty44, )
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Open in Mew \Window
Save Target As...
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Memorandum in opposition to re 48 MOTION to Dismiss MOTION for Summary Judgment
MOTION to Transfer Case filed by SMARTY JONES. (Attachments: # 1 Text of Proposed
Order)(atty99, ) (Entered: 09/27/2006)
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MOTION to Transfer Case filed bv SMARTY JONES. (Attachments: # 1)(attvd4. ) (Entered:

h =

fid
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F, Fie Edit Yiew Insert Format Table | Tools Window  Help == x|
Spell Checker. .. ChrHF1 -
Grammatik, .. &alk+5hift+F1
Thesaurus. .. Alt+F1

Dictionary...  Alk+Ckr+Fl H Ig h I Ig ht Cltatl 0 n
S text for the
hyperlink. -

Waord CountfInfo. ..
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WDrdPerfect 11 - Mz kraintraineroutline.wpd (unmodified)
I Fie Edit Wew Insert Format Table Tools  Window  Heln

Paste the URL from the copy shortcut into the
Document Macro Field by right clicking on

.
(Please nﬂte Whell usmg [Defing linkz to other documentz ar bookr

= - macro ko be executed when the user clic
additional training for th
Docurnenttd acra: |ecf-test.dcd.usc:u:uurtstuovfdnt2£0450442ﬂ E Browse Web. .. |

Undo

1.. Discussion of Privac ™" T 1 up for List Serve/ Cour

. . T arget frame: oy
and what 1s available to1 e

Delete
Select Al ] Cancel | Help |

asterisks (QIGNEEW: 1 Wil s

2. Howto Use Tutoral

3. Navigating the system with PACER for queries and Reports
(Queries, civil case report, docket activity, intermet payment)

4 Navigating ECF System/Changing Passwords & Addresses.

fDACTHR v TCOENY
[ | L]

traintraineroutline. wpd I AB & Insert | Pg1Lln1.39"Pos 5.76"

w5tart| J @ Thanks! - Latus Ma. .. | Microsoft Excel - B.., ” Ed WordPerfect 11 ... Microsaft PowerPoi... | @ District of Calumbia. ., | ‘@g ] ﬁ- $ %"R_g@ i ! N F 4:42 FM
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When a PACER User accesses a document for the first time via the Notice
of Electronic Filing (NEF), he/she will not incur fees for accessing the newly
filed document, but access to any hyperlinked document from within the
original document will incur a fee.

When a PACER User accesses a document after the first look, or accesses
it from a docket sheet, he/she will be charged for the original document and
any documents displayed when using a hyperlink.

If the document filed in the same transaction contain hyperlinks to each
other, the free look will be available from the document number hyperlink
displayed on the NEF document submenu, not from the hyperlinks in the
documents themselves. The following note is included in the document
submenu: “To view the main document and its attachments without
Incurring a PACER Fee, click on the hyperlinks displayed on this menu.

A PACER Fee will incur to view CM/ECF documents from hyperlinks within
the documents.”

If a PACER User does not have his/her PACER login already linked to
his/her ECF login, he/she will be prompted for the PACER login for the first
document, he/she tries to view.



slEnt Path Displayed betore completionss

OfF T!: 10

SENENlINname and! path off any’ upleaded documents will be
g[Splcyed on tie Einal'Docket Text screen while docketing. This
IBYWSHIETUSENS) to confirm that the proper documents have been
IpIBadedlfor the docket entry.

Motions
- 107-oy-00006-TFH COCA COLA v, UNTED STATES OF AWMERICA

-
—— i
e —
—
| —

iy

=
—
_—-_'_'

o Docket Text: Final Text
MOTION for Attorney Fees by COCA COLA (atty20, )

Attention!! Pressing the NEXT hutton on this screen commits this transaction. You will have no further
opportunity to modify this transaction if you continue.

Source Dacumenit Path (for confirmation anly):
OAECF Training PDF Filestotion PDF  pages: 1 -

|LSUBMIT: | | Clear |
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HENCIV/E=CI=SSoftware was modified terallow atterneys paying filing
IEESHIO)] J\Jochf L,f Appeallvia the Internet to choose whether they
VWEIRIE [0) ¢Je) " \/* credit card or Automated Clearing House (ACH),
AISEIKIOWN| *DlrectDeblt A new screen prompts the user to select
ire OPFHF ti ‘method of payment for the current transaction.



= The system has populated the Payment Date with the next available payment date.

online Payment FReturn to vour originating application
Step 1: Enter Payment Information 112
Thi=s item is payable by Bank Account Debit (ACHY or Flastic Tard (ex: 5%, Mastercard, Armerican Express, Diners Club,
Discover]

Option 1: Pay Via Bank Account (ACH) About ACH Debit

Reguired fields are indicated with a red asterisk &

Account Holder I‘\vlzimna-:|E'-1-"1‘:--"2':I |:dI=

Payment Amount: 455 00 Deblt Card

Account Type:l [1“* .
Houting Numher:l |* Informatlon
A ccount Number:l |*
Confirm Account HNumber: *
Check Mumber:
Routing RMumber Account Mumber Check RMumber

o apaueraidl:- lganare raqgal- e aanl

Payment Date: 01102005

Select the"Continue with ACH Fayment” button to cantinue to the next step in the ACH Debit Payment FProces:s.
Continue with ACH Fasxwment ] [ Cancel ]

Mote: Flease avoid navigating the site using your browser's Back Button - this may lead to incomplete data being transmitted
and pages being loaded incorrectly. Please use the links provided whenever possible.

Option 2: Pay Via Plastic Card (PC) {(ex: VISA, Mastercard, Aimerican Express, Diners Club, Discower)

Reguired fields are indicated with a red asterisk ™

Account Holder Name:laﬁ}—-’z':' *
Payment Aoanmount: $455 00

Billing Address:

Billing Address 7: C Edit Card
o =] Information

State 5 Province: | ————
Zip / Postal Code: |[13971 |

i e
Cﬂu“tr}.ﬂl United States |v||
vISA . ETTET [ OB | ousmen]
Card Type:l |V||* — — | e | T

Card HMumber: |

Security Code: I:I * Help findin our Security code
Expiration Date:l |“"||* -"l |“"||*

Select the "ZTontinue with Plastic Card Payment” button to continue to the next step in the Plastic Card Payment Process.
Continue with Flastic Card Fasxwment ] [ Cancel ]
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